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THE ROYAL MELBOURNE HOSPITAL

The Royal Melbourne Hospital (RMH) began in 1848 as Victoria’s first public hospital. And while we only had
10 beds to our name, we had the community of Melbourne behind us, and we were ready to provide the best
possible care for those in need.

Since those early years, we've moved forward with purpose. Always at the forefront, leading the way on
improving the quality of life for all.

Today the RMH is one of the largest health providers in the state, providing a comprehensive range of
specialist medical, surgical, and mental health services; as well as rehabilitation, aged care, outpatient and
community programs.

Our reputation for caring for all Melburnians is as essential to who we are as any scientific breakthrough we
make. We’re here when it matters most, and we’ll continue to be the first to speak out for our diverse
community’s wellbeing.

OUR VISION
Advancing health for everyone, every day.

THE MELBOURNE WAY

At the RMH we’re inspired by our vision of Advancing health for everyone, every day. While we’re each going
about our different roles, we’re united by a shared understanding of the way we do things around here. We call
it The Melbourne Way. We put people first — leading with kindness and working together, we excel as one
Royal Melbourne Hospital.

People Lead with Excellence

First Kindness Together

People are at the heart of everything Our care and compassion sets True excellence is only possible

we do. We take the time to us apart. We lead the way with when we work as one Royal

understand how we can make the a respectful, inclusive spirit — Melbourne Hospital community.

most positive difference for them. embracing the things that make us all Through collaboration, we set the
unique. highest of standards and achieve our

goals.
OUR PRIORITIES

The RMH Strategic Plan: Towards 2025. Advancing health for everyone, every day is our plan for the future —
one which we are committed to achieving together. This position contributes to the achievement of the five
Strategic Goals, articulated in the plan:

1. Be a great place to work and a great place to receive care
2. Grow our Home First approach
3. Realise the potential of the Melbourne Biomedical Precinct

5. Strive for sustainability
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Position Description

Position Title: Research Project Manager - Tissue and Data
Coordinator

Service: Surgical Services

Location: 4 East, Royal Melbourne Hospital, City Campus

Reports To: Director of Neurosurgery

Enterprise Agreement: 4. Medical Scientists, Pharmacists and Psychologists

Victorian Public Health Sector (Single Interest
Employers) Enterprise Agreement 2021-2025

Classification: RX3 - RX7
Employment Status: Full Time
Immunisation Risk Category: Category A
Date of Review: October 2024

POSITION SUMMARY

Supported by NHMRC funding, this position will coordinate all aspects of brain tumour research, in particular
projects that will provide new understanding of brain tumour biology and facilitate the development of cutting-
edge therapeutics for patients with brain cancer through cross campus and precinct research.

DEPARTMENT

The Department of Neurosurgery provides a comprehensive inpatient service for patients with neurosurgical
diseases, with a clinical and referral service for patients with intracranial, spinal and peripheral nerve disorders
requiring neurosurgical assessment and treatment. Each year, the Department also treats over 13,000
outpatients and is involved in more than 2000 operations at The Royal Melbourne Hospital. There are 42
dedicated Neurosurgery beds together with patients in ICU, Trauma wards and Oncology wards. The
Department of Neurosurgery has active clinical and laboratory research programs that augment each of the
clinical specialised programs undertaken by the Department alone and in conjunction with the Departments of
Neurology, Radiology and Oncology, as well as external partners, including The University of Melbourne,
Walter and Eliza Hall Institute and Peter MacCallum Cancer Centre. Many clinical programs are involved with
national and international clinical trials. The specialised clinical programs include: Brain Tumours,
Cerebrovascular Surgery, Spinal Disorders, Neurotrauma, Neuro-endocrinology, Epilepsy, Skull-base surgery
and Functional and Pain Neurosurgery. The Department has an active research and teaching program at both
an undergraduate and postgraduate level for medical, nursing and allied health staff.
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KEY ACCOUNTABILITIES

e Take reasonable care for your safety and wellbeing e Continue to learn through mandatory training and

and that of others. other learning activities.

e Work in your scope of practice and seek help where e Seek feedback on your work including participation
required. in annual performance discussion.

o Work in partnership with consumers, patients and e Speak up for safety, our values and wellbeing.

where applicable carers and families. I . .
¢ Prioritise wellbeing and ensure safe work practices

e Work collaboratively with colleagues across all RMH are developed and adhered to in their area.

ST, e Respect that the RMH is a smoke-free

environment.

An exciting opportunity is available for an experienced Project Manager to join the Department of
Neurosurgery, Royal Melbourne Hospital, working closely with neurosurgeons and external stakeholders
across the Parkville precinct in the development and implementation of a translational research platform for
patients with brain cancer, building on existing infrastructure and teams. The Project Manager will act as a
point of contact for relevant stakeholders and internal study teams, and provides input into feasibility, study
design, protocol development, budget development, data analyses, and ensures progress reporting
(resources, budget, timelines and participating site progress).

The primary responsibilities of the Project Manager are to coordinate collaborative efforts, overseeing sample
collection, biobanking and data linkage of patient samples. The Project Manager will work on a portfolio of
studies in the Department, working with clinicians, principal investigators, project team members, data
managers and stakeholders to achieve milestones/outcomes for all studies. They will ensure the proper
conduct of the full scope of clinical studies, from study start up to study closure. This includes protocol
development, ethics and governance submissions and progress reporting.

Principally, this role will enable the facilitation of patient tissue direct from surgery to researchers and to
oversee and link data with clinical outcomes.

As a member of the Department of Neurosurgery, the project manager is responsible for

* Drafting of study-specific documents such as Case Report Forms (CRFs), study logs, study manuals

* Project initiation and study development

* Development and implementation of policies, procedures and practices to ensure studies are conducted in
accordance with local policies, GCP ICH, and local regulatory requirements

* Liaison with clinicians and researchers to provide strategic input into protocol development and
amendments for current and future projects

Study contact
* Maintain strong relationships with the clinical unit members to maximise trial recruitment and tissue and
data collection

*  Ensure the procurement of study samples from surgeries, (particularly tissue and blood products), in a
timely manner for translational research analysis by collaborative laboratories at WEHI, University of
Melbourne and Florey Institute. This involves attendance in the wards, operating theatre and outpatient
departmets.

* Escalate any compliance or audit risk to the Chief Investigator for consultation and review

* Mentoring and training support staff (eg trial coordinators and clinical trial assistants, at both internal and
external sites) to ensure protocol and GCP compliance, and that milestones and timelines are met
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Project administration
*  Providing a point of contact for relevant stakeholders and internal study teams

e Assist clinicians and researchers in the preparation and development of presentations, abstracts, papers,
grant and research funding applications as required

*  Monitoring and reporting on progress of trials to relevant stakeholders

* Host quarterly roundtable meetings with stakeholders

Data management
* Review of the data systems in collaboration with clinical data managers

* Review of planned data collection, cleaning and reporting on a regular basis to ensure reporting timelines
are met

e Ensuring the confidentiality of patient databases and related clinical trial information

* Precise and consistent recording of the collection and transfer of patient samples from hospital to
laboratory

e Liaise with trials staff, clinicians, researchers and statisticians to review requirements for central outcome
review

* Development and maintenance of study data base build and design

KEY RELATIONSHIPS

Internal External

e Director, Department of Neurosurgery Medical staff at referring hospitals

Precinct education and research associates

o Neurosurgeons, Neurologists, Oncologists

e Neuroscience Nurses Neurosurgery and Neuro-Oncology Service

Peter MacCallum Cancer Centre

KEY SELECTION CRITERIA

Formal Qualifications

¢ Qualifications in a clinically related (health or science) field with a strong background in clinical research
in a hospital or academic setting, pharma / biotech industry, or a Contract Research Organisation

Essential:

o Commitment to live the Melbourne Way - putting people first, leading with kindness and achieving
excellence together.

e Minimum of 2 years' experience in project management with a background in clinical and translational
research

e Demonstrated understanding of ICH-GCP, the Victorian healthcare system, and regulatory, ethical, privacy
and other relevant guidelines and legislation relating to clinical trial conduct

e Experience with video-conferencing platforms, Teams, MS Word, Outlook, Excel, PowerPoint and data
capture platforms such as REDCap

e Experience operating and maintaining/managing large databases with confidential patient information

e Knowledge in Good Clinical Practice, including informed consent and privacy
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Proven ability to proactively manage workloads, troubleshoot, prioritise tasks and meet study deadlines

Ability to work independently and as a team player in collaborative, efficient and effective teams

High attention to detail with a proactive, innovative, resourceful nature and adaptable to change

Strong communication and negotiation skills (both oral and written), with the ability to develop and maintain
strong internal and external relationships with various stakeholders

Flexibility, patience and tolerance

Desirable:

e Experience in coordination of human-related research, including experience in the set-up and conduct of
investigator led and industry sponsored clinical trials

e Working knowledge of the legislation, codes and guidelines relevant to clinical research ethics and
governance for undertaking human-based research

e Experience in clinical research, preferably with a background in oncology
e Prior experience working in a hospital setting using health-related software (ie. EPIC, Cerner etc)
e Ensure the vision, purpose and values of the organisation are understood and integrated into daily practice

o Aware of the financial requirements of the unit and demonstrates an awareness of cost effective medical
practice

o Actively participate in performance reviews either on an annual or rotation basis.

KEY PERFORMANCE INDICATORS

Your performance will be measured through your successful:

e Demonstration of RMH values

o Achievement of portfolio specific KPI targets

e Participation in and satisfactory feedback through the annual performance review process

o Ability to maintain a safe working environment and ensure compliance with legislative requirements

AT THE RMH WE:

e Aim to provide a working environment that is safe and without risk to the health, safety and wellbeing of all
employees, patients and consumers, and visitors.

e Speak up for patient, consumer, colleague and visitor safety, escalating issues if required.
o Deliver Safe, Timely, Effective, Person-centred Care (STEP) in line with our clinical governance framework.

e Are an equal opportunity employer, committed to providing a work environment free of harassment and
discrimination. We promote diversity and inclusion in the workplace.

e Work in accordance with relevant policies, procedures, standards and legislation including those related to
clinical or competency requirements, risk management, discrimination, equal opportunity and health safety
and wellbeing.
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ACCEPTANCE

| acknowledge and accept that this position description represents the duties, responsibilities and
accountabilities that are expected of me in my employment in the position. | understand that The RMH
reserves the right to modify position descriptions as required, however | will be consulted when this occurs.

Employee Signature

Employee Name (please print)

Date
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